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Class PA310              
Date 052109 
 

Pg/ Slide  #   Re vis ion  

OLD NEW  S t u d en t  Gu id e  
   Overview of ch a n ges : 

 

Added  th e followin g in form a t ion  a n d  exercis es :  

 Non -Bea con  to Bea con  from  PA410  

 Added  both  t ra n s fer  exercis es  from  PA410  

 Added  Rea lloca t ion  (d is cu s s ion  on ly) from  PA410  

 

8 , 9 , 

10  

---  Rem oved  th es e pa ges . Th ey were s u perflu ou s  a n d  

u n n eces s a ry a n d  redu n da n t  like th is  s en ten ce . 

12 -35    Th e en t ire Les s on  1  wa s  m oved  to th e n ew cou rs e PA300  

45-53  9 -24   New Les s on  1  en t it led  ―In trodu ct ion  to Act ion s ‖. Th is  

les s on  con ta in s  th e s lides  45 -53  th a t  were p reviou s ly in  

Les s on  3 . 

37  10   Added  th ree bu llets  to les s on  ob ject ives : 

 Iden t ify h ow to a cces s  h elp  

 Des cr ibe h elp fu l t ip s  a n d  t r icks   

 Expla in  th e Workflow p roces s  

40  13   Added  Non -BEACON to BEACON a n d  Tra n s fer  to lis t  of 

Act ion s  in  cla s s  in  th e s lide. Als o in  th e n otes  s ect ion , 

th e firs t  pa ra gra ph  word in g wa s  ch a n ged  to reflect  th e 

ch a n ges  to PA310  a n d  PA4 20 . 

41  14   Added  gra ph ic in  n otes  s ect ion  ref BEACON>Help . 

49  19   Re m ove d  th is  s en ten ce from  IT0019  Mon itor in g of 

Ta s ks : ―Th is  in fotype is  n eces s a ry for  LOA ben efits  form  

let ters  to p r in t‖, beca u s e IT0019  is  n o lon ger  a  n eces s a ry 

con d it ion  for  LOA let ters  to p r in t .  

55  28   Added  ―reem ploym en t‖ to referen ces  to ―rein s ta tem en t‖. 

Th e a ct ion  h a s  been  ren a m ed  

―Rein s ta tem en t / Reem ploym en t‖. 

--- 29   Added  n ew s lide with  gra ph ic  of Pers on n el Act ion s  

s creen  for  New Hire. 

--- 35 -37   Added  n ew Exercis e ―Non -BEACON to BEACON‖. 

 43   Rem oved  ―delim it  in fotype 0027‖ beca u s e th e in fotype n o 

lon ger  a ppea rs  a s  pa r t  of th e 

Rein s ta tem en t / Reem ploym en t  a ct ion —it  h a ppen s  

beh in d  th e s cen es  n ow. Us ers  m u s t  be s ure  to s a ve 

addre s s e s  in fotype wh en  rein s ta t in g a n  em ployee 

beca u s e th a t  is  wh a t  t ies  0027  dyn a m ica lly beh in d  th e 

s cen es . 

114-

116  

58-60   Ra n ge Revis ion  n o fu n ds  a va ila b le h a s  been  m oved  from  

Les s on  7  to be pa r t  of Les s on  3 . 
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 61   Th e d is cu s s ion  a bou t  Rea lloca t ion  h a s  been  rem oved  

from  PA410  a n d  a dded  to Les s on  3 . 

83 -89  63 -69   Prom otin g em ployees  h a s  m oved  from  Les s on  5  to 

becom e Les s on  4 . 

90 -98  

a n d  

111-

113  

70-81   Sepa ra t in g em ployees  h a s  m oved  from  Les s on  6  to 

becom e Les s on  5 . Als o, Sepa ra t ion  Pa y Con t in u a t ion  is  

n ow pa r t  of th is  les s on .  

 78   Separation Pay Continuation: Added the steps for Assignment button: 

 Organizational Assignment:  

o Click the Assignment button. 

o Click the Organizational Unit radio button. 

o Enter: 20010330 (for this scenario. In your work 

environment, enter the Org Unit number that represents 

the highest level of the Org structure to which you have 

permission. 

o Click Continue. You are returned to IT0001. If necessary, 

enter 99999999 in the position number field. 

o Click Save. 

 

113  80   Added  th e followin g: 

―Us e th e ZSEV Severa n ce Pa y Ca lcu la t ion s  repor t  for  

p rojected  ca lcu la t ion s  for  RIF. Acces s  th e 

S everance_Pay _Calcu la tions  job  a id  on  BEACON Help .‖. 

Als o a dded  a  gra ph ic th a t  s h ows  th e lin k  lis ted  u n der  

J ob  Aids  on  Bea con  Help .  

---- 82 -88   Les s on  6  is  n ow en t it led  ―En ter in g Tra n s fers ‖. Both  

t ra n s fer  exercis es  from  PA410  were m oved  to th is  les s on .  

 86   New in form a t ion  ref t ra n s fer : 

Wh eth er  you  a re th e Lea vin g a gen cy (LA) or  th e Receivin g 

a gen cy (RA), you  s h ou ld  con ta ct  ea ch  oth er  to d is cu s s  

th e t ra n s fer  before p roces s in g in  BEACON. Wh en  th e 

em ployee in d ica tes  h e or  s h e is  lea vin g, th e a gen cy 

s h ou ld  in qu ire if th e em ployee is  goin g to a n oth er  

a gen cy. If th e res pon s e is  yes , th e LA does  n ot  s epa ra te 

th e em ployee or  en ter  a n y actions  in  SAP beca u s e a s  

s oon  a s  th e RA en ters  th e Tra n s fer  Act ion , th e em ployee 

is  a u tom a tica lly t ra n s fer red  ou t  of th e LA. Th e LA on ly:  

• en s u res  t im e h a s  been  en tered , relea s ed  a n d  

a pproved  before t im e eva l ru n s  

• delim its  ob jects  on  loa n  (u s in g PA30) th a t  th e 

em ployee retu rn ed  

• ver ifies  a ccu ra cy of lea ve a ccru a ls  

• d is cu s s es  over t im e com p with  th e em ployee (on ly 

pa id  if S-FLSA-OT; oth erwis e los t  if n ot  u s ed  

with in  OT com p a gin g per iod ).  
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Th e RA d is cu s s es  a bove bu llet  poin ts  with  LA a n d  

reviews  th e Verify  Em ploy m en t Report B0157  to ver ify 

in form a t ion . Th e RA does  n ot  crea te a  New Hire Act ion , 

bu t  u s es  th e Tra n s fer  Act ion  with  th e a ppropr ia te 

rea s on .  

If th e t ra n s fer  m oves  th e em ploy ee  ty pe  to a  d ifferen t  

em ploy ee  ty pe , you  m u s t  ch a n ge th e Em ployee 

Su bgrou p . If th e em ployee is  goin g from  on e pay roll ty pe  

to a  d ifferen t  pay roll ty pe , you  will on ly in it ia te th e PCR 

a n d  wh en  it  is  a pproved , con ta ct  BEST.  

 

 89 -

112  

 Les s on  7  is  n ow en t it led  ―Reviewin g Add it ion a l Act ion s ‖ 

a n d  in clu des  a ll of Les s on  3  from  PA410 : Work  Aga in s t , 

Du a l em ploym en t , Dem otion , In ves t iga tory w/ pa y, 

Su s pen s ion , Ca n cel Sa la ry Adju s tm en t , Ca reer  

Progres s ion . 

171  116   Steps  on  h ow to log in  a n d  a cces s  LMS a re in clu ded  in  

th e n otes  on  th e Cou rs e Eva lu a t ion  s lide.  

    

   Exerc is e  Gu id e  
2  2   Ta b le of Con ten ts  is  revis ed  to reflect  th e ch a n ges  

deta iled  below in  th e in form a t ion  below.  

--- 11 , 

23 . 

30 , 40  

 Added  n ote to IT0007  th a t  s a ys : It  is  es pecia lly im por ta n t  

to click  th e Pa r t -t im e box wh en  a pp lica b le.  

-- 26 -34   New Exercis e 2 .3 : Non -BEACON to BEACON rem oved  

from  PA410  a n d  a dded  to PA310 .  Als o a dded : 

Im port ant ! Wh en  a n  em ployee is  rein s ta ted  (or  Non -

BEACON to BEACON) a n d  received  a  p ro-ra ted  lon gevity 

you  n eed  to crea te a n  IT02012  /  Z033  to docu m en t  th e 

p ro-ra ted  lon gevity a lrea dy received  s o em ployee does n 't  

get  a  fu ll pa ym en t  wh en  th e yea r  is  com plete.   Refer  to 

th e Longevity  Job Aid  on  BEACON Help  for  deta ils .   

 

26 -31  35 -40   Qu ick  En try wa s  form er ly Exercis e 2 .3  is  n ow 2 .4 . 

32 -36  41 -45   Rein s ta tem en t  wa s  form er ly Exercis e 2 .4  is  n ow 2 .5 .  Als o 

a dded  th e followin g n ote: 

Im port ant ! Wh en  a n  em ployee is  rein s ta ted  (or  Non -

BEACON to BEACON) a n d  received  a  p ro-ra ted  lon gevity 

you  n eed  to crea te a n  IT02012  /  Z033  to docu m en t  th e 

p ro-ra ted  lon gevity a lrea dy received  s o em ployee does n 't  

get  a  fu ll pa ym en t  wh en  th e yea r  is  com plete.   Refer  to 

th e Longevity  Job Aid  on  BEACON Help  for  deta ils .   

 

37 -44  46 -59   Form er  Exercis es  4 .1 , 4 .2 , a n d  4 .3  a re n ow exercis es  

3 .1 , 3 .2 , a n d  3 .3  (Sa la ry Adju s tm en t , Appoin tm en t  

Ch a n ge, a n d  Ra n ge Revis ion  [with  fu n ds ]. Als o, Ra n ge 
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Revis ion  (n o fu n ds ) h a s  been  m oved  from  form er  Les s on  

7  to be in clu ded  a s  3 .4  in  Les s on  3 .  

58 -74  54 -59   Ra n ge Revis ion  (n o fu n ds  a va ila b le) wa s  form er ly 

exercis e 7 .4  a n d  is  n ow exercis e 3 .4 .  

--- 60 -61   Dis cu s s ion  of Rea lloca t ion  wa s  a dded  to Les s on  3  (it  wa s  

form er ly in  PA410). 

45 -46  62 -63   Prom otion  exercis e wa s  form er ly 5 .1  a n d  is  n ow 4 .1 . 

47 -49  64 -66   Sepa ra t ion  exercis e wa s  form er ly 6 .1  a n d  is  n ow 5 .1 . 

Als o m oved  Sepa ra t ion  Pa y Con t in u a t ion  to Les s on  5 , 

exercis e 5 .2 . Added  n ew s teps  on  Sepa ra t ion  Pa y 

Con t in u a t ion  rega rd in g h ow to u s e th e As s ign m en t  

bu t ton . If n ot  u s ed , you  won ’t  be a b le to Sepa ra te th e 

em ployee la ter .  

50 -53  ---  Ma in ta in  Em ployee Da ta  exercis es  a re rem oved  a n d  

p la ced  in to n ew cou rs e PA300  In trod uction  to Crea te and  

Main ta in  Em ploy ee Data . 

54-57  67 -70   Sepa ra t ion  Pa y con t in u a t ion  wa s  p reviou s ly exercis e 7 .3  

a n d  is  n ow 5 .2  in  Les s on  5 .  

66  ---  Les s on  8  rem oved  a n d  p la ced  in  n ew PA300  In trod uction  

to Crea te and  Main ta in  Em ploy ee Data . 

67 -70  ---  Les s on  9  rem oved  a n d  p la ced  in  n ew PA300  In trod uction  

to Crea te and  Main ta in  Em ploy ee Data . 

71 -74  --  Les s on  10  rem oved  a n d  p la ced  in  n ew PA300  

In trod uction  to Crea te and  Main ta in  Em ploy ee Data . 

 75  

a n d  

81  

 New in fotype (0209  – Un em ploym en t  Sta te) is  n ow pa r t  

of th e Tra n s fer  p roces s  a n d  h a s  been  a dded  to th e two 

t ra n s fer  exercis es  

-- 71 -81   New Les s on  6 : Added  n ew exercis es  for  Tra n s fer  With in  

Agen cy – La tera l a n d  Tra n s fer  Agen cy to Agen cy 

Prom otion  (th es e exercis es  were rem oved  from  PA410  

a n d  in s er ted  in to PA310). 

   Dat a Se t  

   Da ta  s et  wa s  revis ed  to in clu de a ll of th e ch a n ges  

reflected  a bove.  

 


